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Introduction 
The “How to Apply an Amendment” Quick Reference Guide is designed to provide the minimum steps 
necessary in creating a Bid Amendment. 

 
An Amendment is used to make necessary changes to a solicitation. This includes editing the General Tab 
(show on web & allow electronic  response check box, bid opening date, available date, info contact,  and pre-
bid conference fields), Items Tab, and Attachments Tab. 
 

Note:  
If the Bid is still in “Sent” status you can edit the General Tab items, Items Tab items, and add/delete 
documents from the Attachments Tab. However, if the Bid is in “Opened” status, which indicates the Bid 
Opening date has passed, you can ONLY edit the Attachments Tab by adding or deleting documents.  
 

Pre-requisites 
You must have the Basic Purchasing Role. 

 
Steps 
 
Step 1: 
 

a.) From the home screen once 
logged in, select documents 
> bids > sent 

 
 
 

 

 
 

 
Step 2:  
 
A list of Bids should display. 
 

a.) Click on the Bid link you 
want to apply an Amendment 
to. 
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Step 3:  
 
The page will default to the Summary 
Tab. 
 

a.) Select the Amendments Tab. 

 
b.) Click on the Create Bid 

Amendment button  
 

 
Step 4:  
 
The page refreshes to the General 
Tab which allows you to edit the 
following: 
 

 Show on Web check box 

 Purchaser Name 

 Allow electronic response 
check box 

 Bid opening/available date 

 Info Contact 

 Pre-Bid Conference 
 

a.) Edit necessary information. 
 
Note: There are only 3 tabs available 
for editing (general tab, items, and 
attachments). 

 
 

 

 
Step 5: 
 
Edit the Items tab if applicable. 
 

a.) Click the Items tab and 
make necessary changes to 
the quantity OR if you want 
to add an additional item, 
select the Add Item button. 

 
Note: Each item can be edited using 
the same process during the original 
item set-up. 
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Step 6:  
 

a.) Select the Attachments Tab 
 

b.) Upload or add/delete any 
Attachments necessary. 

 
 

 

 
 

 

 
Step 7 
 

a.) Select the Summary Tab. 
 
The Summary Tab provides a list & 
explanation of each change that was 
made. 
 

b.) Click the Apply Bid 
Amendment button. 

 

 

 
 

 
Step 8 
 
The Vendor Notification Result 
page displays. 
 

a.) Click the OK button. 
 
Note: The page defaults back to the 
Summary Tab. Changes will 
automatically be applied to your Bid 
& an email about the changes will be 
sent to the Vendors listed. 
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The page refreshes to the Summary 
tab. If you scroll down to the 
Amendments section you will see the 
noted changes. 
 
An Amendment (with the #1 in 
parenthesis) will now show up on 
your Bid. 
 
 
 
 

 

 

 
 

 


